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INSTRUCTiﬁ’Nb

Two steps should precede the use of this Sectmn

1. Section A, Manual of Procedures, should be read for
an understanding of the overall framework and governing
principles of the self-study and accreditation process.

~ 2. Section B, Agency and Community Profile, should
be reviewed, since it embraces the statement of the agency’s
philosophy of service and program objectives, an indis-
pensable base for evaluation of its work.
. E T

This Section is designed to convey an accurate descrip-
tion of the agency’s performance in a particular subject
arca. Three elements are employed to achieve this: a coded
Standards Checklist, coded Evaluation Ratings, and Com-
ments. Each is explained below.

Coding the Standards Checklist. Each standard describes
a provision, condition or characteristic found in an accept-
able agency; checking off, through the appropriate notation,
whether and to what extent agency practice conforms to
the standard provides a factual base for the succeeding

evaluation.
In the parentheses ( ) precedmg the standard, insert

_yi’k!‘—The Standardrls fully met."
»”—The standard is partly met.
O—The standard although needed and des;rable,

is not met, or_is ' met to such a limited extent ;

;a8 to be vir al]y ingperative. -

?-_The apphcéblhty' of the standard to the agency
-is questloned R E
YXEThe standard_ ls clearly 1napp11cable tO the‘ .

. apply to all. agem:IES not all: of every agency’s activities ar.
'necessanly cavered by the standards The space pfov1de:

objectives and its community relationships, and c) the
practical knowledge derived from the evaluator’s own pro
fessional experience.

In the brackets [ ] preceding the evaluation question
insert the code letter that best describes the agency*
performance: _ :

E—Excellent. The agency meets the criterion to the
fullest extent and functions excellently in regard to it
VG—Very gbod. The agency meets the criterion tc
the fullest extent and functions well in regard to it; o1
it meets the criterion to a satisfactory extent (i.e., no
full coverage ) and functions excellently in regard to it
G—Good. The agency meets the criterion to :
satisfactory extent and functions well in regard to it
F—Fair. The agency meets the criterion to :
satisfactory extent (i.e., not full coverage) but func
tions poorly in regard to. it; or it meets the criterior
to a limited extent but functions satisfactorily in re
gard to it.
P—Poor. The agency meets the criterion only to :
- limited extent and functions poerly in regard to it
or it makes no provision for meeting a needed criterion
M-—Missing. The clement identified in the gucstion
is missing, but the ageucys need for it is open t
questmn : . ‘
NA—Not Applicable. - 'Ti{é eleriient i‘demiﬁed in th
questmn does nct apply ta the agency.

Cumments.' Just as not all of the standards necessanlf

Y. suppor’cmg dat;
‘oss-reference
should b

' standan‘



ERIC

Aruitoxt provided by Eic:

SCHOOLS) .

This is a supplement to the SELF-STUDY AND EVALUATION GUIDE published
by the National Accreditation Council in 1968.* It was completed in 1970
and is designed to be used with the other sections of the GUIDE, All the
sections of the GUIDE are listed below.

+
L
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The GUIPE is available either in a complete, bound edition or in sepa-
rate sections from the National Accreditation Council for Agencies Serving
the Blind and Visually Handicapped, 79 Madison Avenue, New York, NY 10016.

SELF-S5TUDY AND EVALUATION GUIDE

Section Title

Manual of Procedures

b

Agency and Community Profile
Agency Function and Structure

ED057840

Financial Accounting and Service Reporting
Personnel Administration and Volunteer Service

]
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Physical Facilities
Public Relations and Fund-Raising

It

Library Services
Orientation and Mobility Services

Rehabilitation Centers
Sheltered Workshops
Social Services

Vocational Services

Production of Reading Materials
Individual Staff Member Information Form

THD OO Odbgoogonnn
1

Evaluation Summary and Report

. I R R 7 s ‘ 7
v .. Special guides are-available for agencies providing only sheltered

workshop ‘services (SELF-STUDY"AND EVALUATION GUIDE FOR SHELTERED. WORKSHOPS)

and for résidential»schools:ESEEF—STUDY AND EVALUATION GUIDE FQW RESTIDENTTAL
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D-7

PRODUCTION OF READING MATERIALS
Instructions

This document is a supplement to the Council's general self-study in-
strument, SELF-STUDY AND EVALUATICON GUIDE, which should be used by agencies
undertaking self-evaluations as part of their application for accreditation.
For general guidelines on organizing and conducting the self-study process,
see Section A, '"Manual of Instructions™ of the GUIDE.

Briefly, an agency undertaking a self-study of its operations will need
the first seven sections of the @UIDE, plus all the '"D" sections pertaining to
the services provided by the agency. An "E'" form providing information about
each of the agency's administrative and professional stalf is also needed,
plus section "F" which calls for an overall summary of the agency's plans for
improvements.

This Section D-7 of the GUIDE is designed for use in the self-evaluation
of an agency's operations in relation to producing reading materials in large
print, recordings and braille. It is divided into four parts: (1) general
policies which apply to production in all media; (2) large print materials;
(3) recorded materials; and (4) tactile materials.i -

The relationship of Section D-7, to Section D-1, "Library Services" i
should be carefully noted. Many agencies both produce reading materials and !
provide a library service for the circulation and storage of materials they .
produce and obtain from other sources. Such agencies for the blind should :
complete parts 5 through 8 of Sectien D-1 making appropriate adaptations to :
describe fully and correctly the functions the agency library is designed to
perform. A state or regional library for the blind and physically handicapped, H
if engaged in production of reading materials, should complete parts 2, 6, 7
and 8 of Section D-1, as well as this one, D-7.

If an agency or school utilizes volunteers in the production of read-
ing materials, it should review and evaluate its volunteer service using
Part 4 of Section C-3, "Personnel Administration and Volunteer Service" of
the GUIDE.

A residential school for the blind which engages in production of text-
books and other educational materials for multiple distribution should utilize
this Section D-7 in conjunction with Section F, '"Instructional Materials Ser-
vices' of the Council's SELF-STUDY AND EVALUATION GUIDE FOR RESIDENTIAL SCHOOLS.
The school will, of course, also use all other sections of the latter GUIDE
that may be appropriate to its other operations.

k| L
CActually there are five parts; The one
omitted wpove isi (3) prog.amming féir improvement.
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Part 1

GENERAL POLICIES

The following statements of general policies are to be considered inte-
gral parts of the standards for production in all three forms, large print,
recorded and tactile (braille). In some cases, such as proofreading and moni-
toring, the general policies which should be observed are énumerated here and
in each of the three parts on production standards. This is necessary because
of differences in application among the different media.

1.1 SELECTION OF MATERIALS FOP TRANSCRIBING AND REPRODUCTION.
Blind and visually handicapped readers have an inalienable
right to have access to reading materials available to the
general public. Agencies whirch produce reading materials for
the blind and visually handicapped also have the right and
obl igation to determine and state their philesophy and pur-
poses in terms of the kinds of materials they produce.!

( )y 1.1.1 Tltle selectlon procedures fac111tate the rlght of bllnd

materials equal to ‘that afforded the zeneral publlc.

( ) 1.1.2 Within the scope of its.stated functions and purposes, the
agency does not exercise censorship by declining to produce
particular works, or by abridging, deleting or editing ma-
terials in any Way to ''protect' users from objectionable
materials or improper language.

1.2 COPYRIGHTS AND PERMISSIONS. In view of the fact that publishers
are generally unable or unwilling to undertake to supply copies
of their works in large print, recorded and tactile forms, it
would appear that transcription and productlon of a single copy
by a non-profit agency, governmental service or volunteer group
comes within the doctrine of "fair use" in the present copyright
law. This doctrine of "fair use'" is interpreted to mean that
permission from the copyright owner(s) is not needed to produce

.a single 1Z0PY . (It should be noted that a revision of the copy-
right law is under consideration by the U,S, Congress as this is

written.) The following policies and prccedures apply to the
prcductlcn of more than one copy

{ ) 1.2.1 For général ZLbraPy materzals transcribed in more than one
copy,. in recorded or braille forms by volunteers, copyright
clearance is obtained through the Division for the Blind and
Physically Handicapped of.the Library of Congress.?

ThlS statement cf phllgsgphy of .service and program obgectlves should
be included. in“the written statement described on pages -1 and 2 of Section B,
"Agency and Commgnlty Prcflle" Gf the SELF-S5TUDY AND EVALUATIGN GUIDE.

ZDIVLSan feér the Blind and Phy51c311y Hand;capped lerary of - Congress,
1291 Taylor Street, N W s Wash;ngtgn .DC 20542.

o i < o




Self-Study and Evaluation Guide

( ) 1.2.2 For volunteer production of more than one copy of textbooks,
in large print, recorded and braille forms, copyright clear-
ance is thalned through the American Printing House for

the Blind.

{ ) 1.2.3 1In all other instances, copyright permission for reproduc-
ing more than one copy is obtained directly from the copy-

right owner(s).

( ) 1.2.4 Appropriate acknowledgment to the copyright cwner(s) is con-

tained in all works transcribed.

EVALUATION [ 1 1. How adequate are the agency's provisions for
observing the copyright law?

[ 1 2. 7To what extent are acknowledgments given to
the copyright ocwners?

Comments:

1.3 PROOFREADING AND MONITORING. The importance of providing
blind and visually handicapped rcaders with material which is
faithful to the original can scarcely be overstressed. Proof-
reading and correction of errors is a most important procedure
in producing materials with a minimum of errors. The proced-
ures which apply to production in each medium are set forth in
the subsequent parts of this document.

EVALUATICON i 1 8. How adequate are the procedures for proofreading
and correction of errors? . .

Comments:

{ ) 1.3.1 When a compelling reason, such as a student's immediate
need for particular educational material, does not permit
time for proofreadlng and correction of erTDrS, the wortk
carrieés-a notation in the same medium that it has not been

proofread.

{ ) 1.3.2 After the 1mmedlate need has been met, the work is proof-
»read and corrected before 1t is dupllcated or TéCirCUlafEd

ENTRAL REPORTING In thé 1nterests of prov1d1ng eff1c1ent
sérvices and:safeguarding economy ‘of éffort ‘and funds, it is
highly desirable that producers and distributors of reading

materials for the blind and visually handicapped be able easily

to exchange information about. the completed works they have.
aVallable whether in large prlnt Tecorded or braille forms.

‘3'AmeT‘ié”an“ip‘_riﬁtiﬁg“H’é’i_isef'f"oif";tﬁé‘-‘B’li‘ﬁ’d,* Box 6085, Louisville, KY 40206.

ERIC
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~time, there are resources which will accept for deposit and -
rTeproduction educational~materials_in braille (4.19.5.1 and

.1

Central catalogs greatly facilitate determining whether a
needed title is available, what a copy would cost, and how
long it would take to acquire one. At the present time, a
unified system of cataloging all book titles does not exist;
however, included among the following production standards
are specific reporting agencies which provide a centralized
catalog service for certain types of materials.

Works which are individually transcribed in their entirety,
and in accordance with the production standards contained
in this document should be reported, as appropriate, to the
centers identified under the various media, large print
(2.19.2), recordings (3.5.2 and 3.5.3), and braille (4.7.2
and 4.7.3).

}.1 The agency has clear, written policies and procedures about

clearing with the available central reporting services be-
fore undertaking production of a book, and if the agency
undertakes to transcribe the work because it is unavailable
elsewhere in the needed form, it reports production of the
title to the appropriate reporting center.

.2 Only complete works which are produced in accordance with

the appropriate production standards contained herein and
which can be copied are so reported.

[ 4. To what extent does the agency cooperate with
the appropriate central reporting services by :
elearing titles priov to production and report- i
ing completed works? !

Comments: - ' i

DUPLICATION OF MASTER COPIES. Inherent in an efficient
nationwide system of producing books in large print, re-
corded and tactile (braille) forms, is the capability to
secure. and distribute copies to readers who need them.

This is particularly true for educational materials which
are essential for students to complete specific courses.

An agency which produces such bocks should have the ability
either to reproduce one upon request of another agency or
to depeosit- a master copy with a central depository which
has the-resources to make-a duplicate, or both, - While there
is no central depository for large print masters at this

4.19.5.2) 'and on“tape (3.5.2 and 3.5.3),.

~Provision is made for the duplication of copies, either
directly by.the.organization responsible for the original
production .or through coopeérative arrangements with other
organizations possessing.the necessary resources.
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8
( ) 1.5.2 A policy is established, in writing, concerning charges,
if any, to be made for providing duplicated copies.
EVALUATION [ ] 5. How adequate is the agency's provision for

providing duplieated coptes?

Comments:

1.6 PARTICIPATION BY USERS. Programs and services designed for !
any group or segment of the population muy be doomed to i
failure unless a full and open reiationship is maintained
between the responsible agency and those it tries to serve. ,
This is no less true for agencies which produce reading ma- i
terials in large print, recordings and braille. ‘

While the numbers and characteristics of individuals who i
make use of these reading materials are fairly well known, |
there are many other individuals who have not made use of ;
the services of agencies which produce these material-. The ‘
reasons for nonuse are many and complex. i

Producers of special reading materials which are discussed
in this document need to make special efforts to remain re-
sponsive to the needs and wishes of their users, potential :
as well as actual. Users should be effectively involved in :
the organization, planning and policy making functions of the

organizations, including title selection, standards for ‘
: production, and quality control. Procedures should be estab- }
! lished to elicit the opinions and experiences of users, and |
conscious efforts made ta identify and meet the needs of H

those who do not use the services of producing agencies,
| IR :.ﬁ—.n‘ea persen

particularly those bliind and ‘visually handicapp D
among the older age groups.

=
iz

( ) 1.6.1 ‘The agency encourages Open communication with the persons
it serves. - S : L . .
( ) 1.6.2 Effective participation of usér5=is sought in the various .
‘ phases.of the agency's operations related to. the produc- !
-tion of reading materials. : , : ;
{ -j -1.6.3 The agency uﬁde;takes to. be .aware ofrthé'needs and wishes
"+ of.its users, both actual and potential, and to keep its
production methods and policies relevant to. them.
EVALUATiOM S A DR How ‘adequately doee the agency make: provision
' o n ‘‘ for meaningful participation in its program by
L users? ‘ - T S
N 7.0 To what. estent. dode the ageney attémpt. to iden-
S tify'the,neédsﬁef,pgtéﬂtiﬁl users? ‘

" Comments:

ERIC i e

Aruitoxt provided by Eic




D-7 — Production of Reading Mat erials

1.7

VOLUNTEER SERVICE. If the agency utilizes volunteers in
production of reading materials, it complies with the
standards in Part 4, Section C-3, '"Personnel Administration
and Volunteer Service" of the Council's SELF-STUDY AND
EVALUATION GUIDE. (Ratings and evaluations should be pro-
vided in that part of the GUIDE.)

LIBRARY SERVICES. 1If the agency provides library service
in addition to producing reading materials, it complies

with the standards in Sectiomn D-1, "Library Services'" of
the Council's SELF-STUDY AND EVALUATION GUIDE. (Ratings
and evaluations should be provided in that section. .




Part 2

LARGE PRINT MATERTALS

Guiding Principlees

Two basic methods, both involving enlargement of type, are used to

- present ink print materlals to partially sighted readers. The first method
utilizes a properly prescribed optical magnification device called a low
vision aid. The second utilizes materials in which the letters are type-

written or printed in greater than normal size referred to as '"large type"
or '"large print.'!

; The relative values and outcomes of each method have been discussed

t in depth and have been the subjects of extensive research and technological

: activity. On the simplest level, it is known that ordinary books and refer-

i ence tools such as standard dictionaries, encvclopedias, atlases and direc-

¢ tories can often be made accessible to visually handicapped persons by merely
providing simple magnifiers, appropriate lighting and reading stands,.

; There is a strong body of evidence that properly prescribed and used

i —— low vision aids make it possible for persons with vision sufficient to read
large print also to read vegular size print just as effectively. As the re-

: sults of further technological advances become available, and as low vision

¢ aid services become more extensive, the range of reading materials directly

: accessible to visually handicapped persons will become greatly expanded as

they are able more and more easily to use generally produced materials.

Some fear that proliferation of books in large print may discourage
the use of low vision aids. There can be no doubt that it is highly desir-
able to increase the availability of low vision aid services so that every
visually handicapped person who can benefit from optical aids can have them
readily avallable for use. ,

ly for reading brief passages find lsrge print books more satisfying for sus-
tained reading. It is also recognized that for some readers, even after the
; best currently available optical aids are utilized, large print is the only

iy printed matter accessible to them either because they need the combination

. of large print and optical aids, or because of other physical or emotional

5 Teasons.

There is evidence that many perscns who use low vision aids effective-

BT S R e

Only when low vision alds are widely avallable, however, will visu-
ally handicapped readers- have. a true che;ce betWeen large ‘print books and
ordinary prlnt materlals. ’

- -~ Taking the forego;ng into account, in particular the need to expand
the use .of low vision aids, it was concluded that large print materials do
have their place, especially for certain students and many older persons.
Therefore, these standards were " formulated tn gu1de the productlon of: hlgh

quallty materlals.»z

v 1The terma "1arge type"'and "1arge prlnt" are then used inter--
!changeably, “although, technlcally speaklng, large print is  the broader

. term that applles equally to materlals produced by typewrltlng, type set-
t;ng and phctc enlargement , ,

e
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The standards contained herein do not encompass the process of de-
termining the need of a particular individual for books in large print.
The "prescription'" of large print books for an individual should never be
a routine matter. Nor should the reader unnecessarily be conditioned to
accept the limitation that he can use only large print, thus restricting
him to the limited number of titles available in that medium compared to
the much larger quantity in ordinary print.

For a visually handicapped student, the decision to make or not to
make large print textbooks available is best made by a qualified low vision
aid service working in close coordination with the educators responsible
for the student's education. The ultimate determination of the place for
commercially produced large print books of popular interest will be made
by persons, particularly those in the older age groups, who purchase and
read them.

Since no two people perceive in exactly the same way, the develop-
ment of a single set of standards for large type ar large print is not a
simple task nor is an ideal solution readily available. No one size or
type face is ideally suited to all readers. For some, type size may bear
less relationship to readability than such factors as familiarity with the
type style, illumination, contrast, focal distance, width of line, and the
spacing of letters, words, and lines or combinations thereof.

Large print materials are produced by volunteers, often in connec-
tion with a nonprofit agency or governmental service, and by commercial
firms. The size of editions varies from a single copy to many thousands
of mass-prcduced copies. Special large print typewriters are used to pro-
duce a2 single copy or a master which can be reproduced by office copying
or offset printing equipment. Another method of production is photo en-
largement of existing copy for reproduction by offset printing. Finally,
original typesetting (which includes resetting and original set) can pro-
vide the most flexibility of design and format but is economical only when
large numbers of copies are required, as is the case for commercial firms.

The following standards attempt to identify the salient factors that
affect the appearance, readability and use of large print materials. Stand-
ards are set forth separately for each of the three methods of production.

These standards are no substitute for a comprehensive manual on the
many details which are involved in the production, particularly by hand
transcribing, of large print materials. Samples of manuals now in use are
noted in the references following thHese standards. It is pertinent to note
that, as this is written,.the National Braille Association is undertaking
such a manual, based on nationwide experience, to guide individual tran-
scribers. ' o . S .

Dgesfthéfégéﬁéffprgdﬁcé igadihgimatérialsJin.large f'. R
LR e T Yes [ 1 Nol .1

If yes, the agency should include Péft“g,.Lérgé Print in its self-study.
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GENERAL STANDARDS

( ) 2.1 GENERAL POLICIES. All production is accompllshéd in compli-
ance with the general policies numbered 1.1 through 1.8,

( ) 2.2 BOOKS FOR STATE TEXTBCOCOK COMMISSIONS. To the extent feasi-
ble, mechanical specifications for pfinted materials intended
for submission to state textbook commissions are in accord
with the current general manufacturing standards and speci-

fications developed by the National ASSOClatlon of State
Textbock Administrators.? :

HAND TRANSCRIBIHNG

Materials are hand transceribed by direct typing in
large print for single use or for duplication by
effice copying machines.

Does the agency produce reading materials in large prlnt

by hand transcribing? Yes [ ] No [ 1]

If yes, the agency should complete coding of standards 2.3 through 2.1%.2
and evaluation questions 8 through 16.

Supplemental daté;

A statistical summary of the types and quantltles of reading materials
produced is very helpful in providing on-site review team members with an
overview of the agency s production operations,

Ccmpletloﬂ of the foilowing table is suggested as a means for provid-
ing such information as how many titles and copies of different categories
of materials are produced W1fh1n a spec1fled period.

If the agency Has 1nformat16n about volume of Productlan according to
other classifications, modify the following table to report the data actually

or Substltute other material which is more suited to the agency.

Manufaeturmﬂg Standards and Specifteatzons far Textbaoks, National
ASSDClathH ‘of State Textbook Administrators (1969),.c/0 Textbook Spec1f1ca*

:1t10ns 161 East 42nd Streét, New Yérk NYJDOi?




14 Self-Study and Evaluation G

‘Hand transcribed books produced in large print within the

period from = through i}
Number of Number of
_ titles __copies

Textbooks

Primary and
elementary

Secondary, ccllége
and graduate level

General Literature

Adult level

Juvenile books

Other (specify)

How many volunteers are currently involved in praduclng hand
transcribed large print materials?

(Also report theae volunteers in Table 2, Section B, ""Agency
and Community Profile" of the Council's SELF-STUDY AND EVALUA-
TION GUIDE, page 5.) : ' S C . s : ‘

( ) 2.3 TYPE SIZE.: The lower case letter 'o' is at least one-eigl
~-inch high Cthe approximate equivalent of 18 point type), :
‘there ‘aré no more thdﬁ sat“letters and spa:es per horizon-

1nch B :

) 2.4  TYPE FACE. Heavy or broad typefaces are used rather than
- ©0 . italicor th1n faced types.iq;order to enhance readabilit)

')f;z;s *TY?EwRITERs

nyﬁéwfjtéfsfhavingfﬁppef and lower case let1

) :ZZSgibNT&pEWriters*afé{wéllrmainﬁaihea'aﬁd‘pfaﬁérly adjusted; 1
LI ~type:is kept. clean:and-the"copy produced is dark. -
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L ( ) 2.5.3 Typewriters adapted and equipped for use with carbon rib-
: bons are used, whenever feasible, for producing master

copies.
EVALUATION [ 1 8. How adequate iz the eguipment in relation to type
size, type faece and maintenance?
Comments:

( ) 2.6 PAPER. Paper of appropriate quality, weight, color, re-
flectance, finish and opacity is used.

( ) 2.6.1 The finish is dull, vellum, or non-glare.

( ) 2.6.2 The color is white, off-white, or a light tint, but not
-bright white. ,

; ( ) 2.6.3 The paper weight is 20 pound bond or 50 pound book stock.

v
%;

( ) 2.6.3.1 For typing and printing on both sides, show-through is
minimized by use of a paper which is not less than 24
pound bond or 60 pound book stock, or which has been
specially treated to keep show- thrgugh at a minimum.

{ ) 2.6.4 Dp321ty is at least 91 percent.
{ ) 2.6.5 Paper is chosen to provide maximum contrast without glare.

EVAULATION [ -] 9. How appropriate is the paper fap its 1ntendéd
. use?

Comments:

( ) 2.7 FORMAT. Hand transcribed books: for general use are produced
on paper ‘8 1/2 by 11 inches in size, and do not exceed one
inch in th;ckness, exc1u51ve af covers.

;‘f ) (. )y 2.7.1. When produclng books fcr prlmary and elementary school stu-
' : dents, consideration. is given: to making the books smaller.
and 0therw1se more manageable.

~( ) 2.8 LINE SPACING. Llnes are’ dcuble SPaced or prccedures are”

v “followed which allow space between lines.equal to the height
“of the cap;tal 1etters or nat 1355 than three 51xteenths of
: qan 1nch D I D

() '2;éf.L1NE WIDTH Wlth a typewrlter meetlng the preceding speci-
‘ , ,f1:at10ns for type size and line spacing, the width of line

T typed” generally does not exceed Jix 1nches Qr 39 1etters and

j;Spaces ' S :
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( ) 2.10

¢ ) 2.11

¢ ) 2.11.1

¢ ) 2.11.2

() 2.12
EVALUATION

¢ ) 2.13

¢ .) 2.13.2
EVALUATION

¢ ) 2.14

oot

Seli-Study and Evaluation Gu!

MARGINS. The outside and bottom margins are not less tha
one inch; the top margin is not less than three fourths o
an inch; the inner, or gutter, margin is one and one four
inches wide to allow for binding.

HYPHENATION. Except for compound words, hyphenation is
avoided as much as possible.

It is preferable to produce an uneven or unjustified ri
hand margin rather than to break words by a hyphen at ¢
end of a line.

Pages do not end with a hyphen.

ILLUSTRATIONS AND MAPS. When reproduced in a hand tran-
scribed book, illustrations and maps are enlarged and pla
as nearly as possible, in the same relative position as 1
the original; unnecessary background detail and clutter a
eliminated to the extent possible.

I 1 10. -To what cxztent do the format and appearance of
volumes meet the specifications of standards
2.7 through 2.127 s

Comments:

PROOFREADING. Proofreading is done by two persons, whene
feasible, with one reading to the other against the origi
copy and, where necessary, pages are neatly corrected or
typed before duplication or delivery to the user.

( ) 2.13.1 All1l books produced in the normal workload are proofreac

and corrected.

‘Whenever feasible, large print materials intended for i
mediate use are proofread -and corrected; if not, the fz
that the materials have not been proofread and correcte
is so indicated at the beginning and end.

[~ 1 11. EamAddequdtequé‘fhe préuiéiéng for éraéfréadi

and correction-of errors? -

Comments:

WEIGHT OF VOLUME. In planning the production of hand tre

scribed “books 1ikely to exceed 32 ounces, consideration i

~given to typing or reproducing on:both sides of the paper
.. .to:dividing the work‘'into two: or more volumes. ‘. -
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( ) 2.15 MULTIVOLUME WORKS. Each volume of a multivolume work is
- plainly identified, contains the title page and appropriate
section of the table of contents, and has approximately the
same number of pages.

{ ) 2.15.1 The first volume contains the full table of conients.

( ) 2.15.2 When appropriate, a separate volume(s) is prepared for the
: index, glossary, vocabulary, bibliography, apppndlx or other
: supplementary material.
; ( ) 2.16 BINDING. Hand produced books are satisfactorily bound in

metal, spiral, plastic comb, loose-leaf, or other binders
which allow the book to stay open and lie flat; side stitch-
ing is avoided, .

o e P b

EVALUATION [ 1 12. DTo what extent are materials produced in accordance
with standards 2.14 through 2.167

Comments:

B 5 R A 1

—
—r
3]

2.17 DUPLICATION OF COPIES. Provision is made for the duplica-

tion of a limited number of copies, either directly by the
organization responsible for the original typing in large
prlnt or through cooperative arrangements with other organiza-
tions possessing the necessary resources.

Supplemental Data:
Does the agency maintain its own duplicating equipment? Yes [ 1 No [ 1]

If yes, briefly describe the kind of equipment v-ed,.

B ~ -
,% If no, 1dent1fy Below the resource or pracedure used in order that dupli-
: = cated :ap1es may be made avallable upon request »

f,equlpment meet the siandards for bindlng (2 16), paper size
,jCZ 7) ~and" chara:terlstlcs (2 6) vcoples are- falthful and
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( ) 2.17.2.2 The student also agrees to return the book temporarily
while it is still in use if the agency receives a re-
quest for an additional copy.

Provision is made for ultimate storage of the master
copy for as long as indicated.

2.17.

(™
Lo

( ) 2.17.3 Any organization or group offering duplicating services
' furnishes, in writing, a statement of charges and an esti-
mate of time required for supplying material.

i EVALUATION ' [ 1 18. Hew adequate are the provisiona for making dupli-
i cated copies?

i

)

Comments:

| ( ) 2.18 CONSULTATION. ©Provision is made for consultation with vari-
ous ava1lab1e resources, including the following:

! ( ) 2.18.1 Professional consultation and guidance relative to the

: - needs of individual readers and the qualities of large

! print materials is sought from ophthalmologists, optome-
; trists, and trained classroom teachers of the partially
sighted. '

( ) 2.18.2 Expert technical advice from office equipment manufactur-
o ers, office Supply houses, paper dealers, binderies, and
other groups in the trade is utilized in order to keep up

to date with technological advances.

{ EVALUATION [ 1 14. 7To what extent does the agency ut%lzae outside
i : cansultztzon?‘

Comments:

( ) 2.19 COOPERATION WITH OTHER GROUPS. The organization cooperates
and coordinates 1ts Wcrk with éther 1arge print producers,

() 2519;1 Clear policies and pxccedures are established for coopéra=
tion with Leachers iDr whose students textbooks are pro—
:duced “ :

) 2.19.2- Educatlanai mater131: are. reported to the Central Catalog
: -of Volunteer. Produced: Textbooks malntalned by the Amerlcan
a Prlntlng House far the Bllnd : ‘ Rk :

“Lou SV1lle, KY 40206';}
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Supplemental Data:

Identify the school systems, libraries; and other producers with which
the agency cooperates:

© o TS KA S e

EVALUATION [ 1 15, How adequate prcuzslan does -the agency make f@r-
cooperation with other arganzsatzans relatsd to
production and use of IIEEEN 7, ;

R

N “large print malerials?
; [ 1 18. 7To what extent are educational ‘materials Fapartéi
to the Central Catalog?

¢ Comments:

A

R Tt

PHOTO ENLARGEMENT

4 , The process.of photo snlargemant ineludes rgarrangaméﬂt of
: éxzstzng copy.

Does the organization produce bomks in large print by the process of photo
enlargement? , Yes [ ]_ No [ ]

If yes, the Qrganlzatlon should romplete codlng of standards 2:,20 through
2,31 and evaluation questions 17’ thruugh 22.

' Supplemental Data.

, -A Statlstlcal summary Of tha types and quantltles of readlng materlals
produced is very helpful in prgv1d1ng on-site review. team members with an
B overv1ew of the. crganlzatlon s productlon operatlons

L Cempletion of the follow1ng table is- suggested ‘as< a means for. prcv1d1ng
;5uch 1n£o:mat1aﬁ as: ho’ many- t1tles-and cop;es of: dliferent categgries of

1th1343 ‘period

Full Tt Provided by ERIC.
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Photo enlarged books published within the period
from ) through

Number of Number of
titles copies

§ Textbooks

Primary and

Secondary, college
and graduate levels

General Literature

Adult levei

| Juvenile books

Other (specify)

What is the average retail price  per volume? $

What is the range of retail prices
per volume? . .. . From $ . To $

What are the principal sales outlets? (Rank in order 1, 2, 3, etc.)

:Direct retailrsaleSH'
Sales ta 11brar1esi  7
o i T e N
Sales to state tex,book

agencies or directly to
school systems .

. Other, specify

enlarged ‘copy.
PYPﬁx_'S,lE pdint

Provided



H
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( ) 2.21 TYPE. The original copy from which photo reproductions will
be made is sharp and clear.

( ) 2.21.1 Small punctuation marks are enlarged and broken letters
are retouched carefully,

( ) 2.21.2 Reproduction proofs are used whenever feasible.

EVALUATION [ 1 17. How adequate in terms of sharpness, clarity and

size is the photo enlarged type?

Comments:

( ) 2.2Z PAPER. The suitability of paper for photo enlarged books is

judged by size, weight, finish, durability, color, reflectance,

opacity, and price in relation to the nature of the material
to be printed and its intended use.

( ) 2.22.1 The finish is dull, text, eggshell, vellum, antique, non-
glare.

{ ) 2.22.2 The color is whitei off-white, or a light tint, but not
bright white.

( ) 2.22.3 1Inasmuch as there is no uanersal book paper suitable for
all uses, paper is selected which has appropriate welght
and bulk.

( ) 2.22.4 Opacity is at least 91 percent.
( ) 2.22.5 Papérﬂﬁrovides maximum contrast without glare.
( ) 2.22.6 When printing on both sides of the paper, show-through is

eliminated or minimized by using blade coated stock or a
heavier we1ght paper. . : o

- EVALUATION [ ]' 18. Haw suttdble ig thé papép f@r ita zntgndsd use?

- Comments :

) _2.23,_FORMAT f Generally, max1mum trlm size does not exceed
; : : ’v10 1/2 by 12 1nches.;u. : :

() 2.24. LINE WIDTH. Generally, the width- effv;iiheﬂdéég'hbt’é;éééa'
) S ‘L“J»slx 1nuuss ‘0T 39 1etteTs and spaces B PRI ‘
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When practicable, color is used to produce copies which
closely resemble the original.

[ 1 19. [To what é@ﬁént do the format and appearance of
velumes meet standards 2.23 through 2.26.17

Comments:

PROOFREADING. All adaptations, changes and revisions are
carefully read by two persons, with one reading to the other
against the original copy, and where appropriate, corrections
are carefully made. :

[ 1 20. How adequate are the provisions far proo freading
and correction of errors?

Comments:

WEIGHT OF VOLUME. 1Imn plannlng production of photo enlarged

- books which may exceed 32 ounces, consideration is given to

using a blade coated paper which minimizes show-through
(2.22.6) or to dividing the work into two or more volumes

cz 29)

22
( ) 2.26.1
EVALUATION
( ) 2.27
EVALUATION
( ) 2.28
( ) 2.29
( ) 2.29.1
¢ ) 2.29.2
( ) 2.30
; EVALUATION.

‘ngments

MULTIVOLUME WORKS. Each volume of a multivolume work is
plainly identified, contains the title page and appropriate
section of the table of :antents and has apprcxlmately the
same number ‘of pages. o : , .

The flrst vclume cantalns the full table of contents.

When approPrlate, a separate volume(s) is- prepared for .
the index, glossary, vocabulary, blbliography, appendix
oT Dther supplementary material.

BINDING. The b;ndlng is durable and allows the book to stay
open and 11e flat l”lng use; side stltchlng is avoided.

B B 21;, To mhat émtént are matsrzaZs pradung in aeccord-

”CDNSULTATION The organlzatlan _makes- prayls;on”tc obtain and

e-fr m_manufactur-'
- office, and photo-

tftechnlcal dAnformatio nd adv1r

,rd;strlbutcrs and ‘dealers i

‘graphic-equipment :in ‘order to. a5515t An keeplng abreast of:
,technolcgical developments and in.establisl

1g SPGlel;athﬂSﬁ
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TYPESETTING

Typesetting includes resetting as well as
original setting.

Does the organization produce reading materials in 1la

rge print by type-
setting? Ye

s [ ] No [ 1]

If yes, the organization should complete coding of standards 2.32 through
2.45 and evaluation questions 23 through 28. :

Supplemental Data:

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the organization's production operations.

_Completion of the following table is suggested as a means for providing
such information as how many titles and copies of different categories of
materials are produced within a specified period.

If the organizatiom has information about volume of production accord-
1 ing to other classifications, modify the following table to report the data
t actually collected, or substitute other material which is more suited to the
: organization.

Books set in large type and published within the period

Adult_levél,“

' General Literature

from

through

Number of

Number of

’ titles __copies -
g Textbooks
I Primary and

elementary -
| ,Seccndafy aﬁd éo11ege
£ “and graduate levels: o _
£
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Supplemental Data {continued):
What is the average retail price per volume? §
What is the range of retail prices
per volume? From $_ To §
What are the principal sales outlets (Rank in order 1, 2, 3, etc.)

Direct retail sales .
Sales to libraries
Sales to state textbook
agencies or directly to
school systems

Other, specify

C ) '2.32 TYPE SIZE. The minimum type size which is labeled "large
print' or ''large type' is 16 point,

( ) 2.32.1 Larger type sizes such as 18, 20 and 24 point are uti-
lized when approprlate. : A

( ) 2.33 TYPE FACE. Type styles are chosen to provide 1mpr2551ons
with clean sharp edges and maximum readability such as the
following: Baskerville Bold, Caslon Bold, Garamond Bold,
Granjon Bold, Dld Style No. 7 and Times Roman.

( ) 2.33.1 Italics and other thin faced types are avoided

Supplemental Data

SPEC’LY the type 51ze(s) and type face(s] most :ommonly used.

Type 51ze(s) Type faee(s)

- EVALUATION . - T .1 .28. Haw adequaté ig the type used zﬂ tsrms af alartt

réadabtltty and size?

~.Comments: -

oo () 2,34 jPAPER The fa;tars whlch gcvern the chc ce’ Df book paper o
T e ﬁﬁﬂlnclude. flnlsh‘ 'alor 5123, w51ght ref;eetance ‘opacity,
bulk, durablllty,.and Price-in: relatlon to “the 1ntended use

.and the nature of .the. materlal torbe prlnted i

'153 32 34 1 The flnlSh



( ) 2.34.2 The color is white, off-white, or a light tint, but not
bright white.

( ) 2.34.3 Inasmuch as there is no universal book paper suitable for
all uses, paper is selected which has appropriate weight
and bulk.

( ) 2.34.4 Opacity is at least 91 percent.

( ) 2.34.5 Paper provides maximum contrast without glare.

( ) 2.34.6 When _printing on beth 51des ef the paper show- threugh is

heav1er welght paper

EVALUATION [ 1 24. How suitable is the paper for its intended use?

Comments:

2.35 FORMAT. Maximum trim size does not exceed 10 1/2 by
12 inches.

-
L
n

() 2.35.1 When preduc1ng books for pr1mery and elementary school
’ students, however, consideration is given to making the
books smaller and otherwise more manageable.

; ‘ ( ) 2.36 LEADING. Spacing between lines is generally not less than
g one fourth of the height of the type (e.g. in 16 point type,
the leading or space is four: uDlnt)

(. ) 2.37 LINE WIDTH. The width of a line does not exceed 36 picas
S ’C51x 1nches) or 39 1ewer case letters and spa;es,
( ). 2.37.1 Two :olumns to the page are preferred to extra- Wlde Iines.

() 2.38 MARGINS . Margins e not less than three fourths of an
: ‘ “inch wide on all four sides.

) 2,39 HYPHENATION. Except for cempeund werde hyphenetion is
- @:avelded as much as. pess;ble,~. ‘ ",“‘ T '

TE'; ¢ ) _2{39;1' Pages de nDt end w1th a hyphen

v ) 2,40.!ILLUSTRATIDNS AND MAPS T'Llne draw1ng5 and engrav1ngs con-
et e ntadning. wide: oPen ‘spaces-between lines are utilized, y whemn-
helftonellllustrat1ons.4 o

ver: pQSSlblE‘ rether*thene

"EVALUATIéNe'_,;QE‘L] 25.‘ Ta what emtent are ba@ke predueed Zn aeeerdanee
R ’ o S q:meth etandarde 2. 55 threugh 2. 409»7;, -

CommentS:pT
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() 2.41
¢ ) 2.41.1
( ) 2.41.2
( ) 2.41.3
EVALUATION .
( ) 2.42
( ) 2.43
( ) 2.43.1
( ) 2.43.2
( ) 2.44
EVALUATION
() 2.45

Self-8Study and Evaluation Guic

PROOFREADING. Adequate procedures are followed to ensure

that errors are caught and corrected.

One person reads aloud from the original copy while a se
ond person checks the proot.

An editor then reads the proof and sees that final corre
tions are made.

Each line in which a correction has been made is thoroug
1y rechecked to prevent new errors from being introduced

[ 1 26. How adequate are procedures fd§ proofreading an
eopy editing to ensure error-free copy?

Comments:

WEIGHT OF VOLUME. The weight of a volume does not exceed
32 ounces.

MULTIVOLUME WORKS. Each volume of a multivolume work is
plainly identified, contains the title page and appropriat
section of the table of contents, and has approximately th

same number of pages.
The first velume contains the full table of contents.

When approprlate, a separate volume(s) is prePared for
the index, glossary, vocabulary, blbllography, appendlx
or other supplementarymaterlal

BINDING. The binding is durable and allows the book to st
Dpen and lie flat during use; side stitching is avoided.

[, ]' 27, To mkat extent are baeks préducéd in aceordance
' with standards 2.42 through 2.44.

Comments:

CQNSULTATIDN In addltlun to obtalnlng prgfsssional adv1c
from Qphthalmolcglsts and optometrists, -technical guidance
is sought and utilized “from. boak. d531gners, typographers,

printers, binders and other groups in the trade to faglll-

‘tate. quallty productlon.

- EVALUATION- -

L

:]“fEE;: T@ wkat emtgnt d@gs thg arganigapzan HS? @utstd
S eansultatian?‘“"“ A : :

+.Comments : ,,,‘




ol R LA

. stocked..

" for compressed speech recordings: .-

Part 3

RECORDED MATERIALS
Guiding Principles

Recorded reading materials for the visually handicapped are produced
in the United States primarily by three types of groups:

A. Volunteers in a formal or organized reading program who record
complete educational or recreational texts intended to reach
many readers. Recording is done :

i. exclusively on the premises of the recording organization
in professionally equipped recording studios; .

ii. on the premises of the recording organization in profes-
sionally equipped recording studios and at home or in other
locations which are not professionally equipped recording
studios; or -

iii. exclusively at home or in other locations which are not pro-
fessionally equipped recording studios.

B. Paid professionals who record complete books and maguzines, in-
tended to reach many readers, in’ professionally equipped studios
such as those used for the Talking Books Program of the Library
of Congress and by commercial producers.

@

Home reader volunteers who record parts of or complete texts in-
dependently at home or in other locations which-are not profes-
sionally equipped recording studios, usually for the use of one.

reader or for very limited distribution.

. These standards are designed primarily for organizations in categories
A and B; however, it is hoped that volunteers in category C will also follow
them as closely as possible in the general effort to produce recorded read-
ing materials of the highest feasible quality. :

- The standards were worked out also with an eye toward a future na--
tional repository of recorded educational materials to which organizations
would contribute“master tapes from which requested copies could be made
quickly on high ‘speed tape duplicating equipment for any number of users.

. The repository ‘could alsc be.a central reference point for users ‘and for -

recording organizations to avoid unnecessary recording of titles already

The standards are designed to provide visually handicapped readers

~with-recorded books -which ‘approximate as:'closely - as:feasible the quality of

 theHinkfprint;fext§1Whi:h"araf21ear1y;;compfehensibly‘and‘accufaﬁ§1y¢IEad;

w.-and which-are recorded and .reproduced in:a uniform- format and’ ih ‘accordance
sswith the highest feasible st ] our :
1<WEré%férmulatedhiﬁ*recggﬁitidﬂpth&tﬁtéﬁhnological“advanQESfmightrrequire

»futura(r;visipnybased{onjdauelgpmentsginJeguipmentg:materials;and;prp¢edures

andards.‘of sound reproduction.  These standards
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The standards which follow are no substitute for a comprehensive
manual on the many details which are involved in the production of re-
corded materials. Samples of such manuals are noted in the references fol-
lowing these standards. It would be highly desirable for a comprehensive
production manual to be developed based on nationwide experience, to guide
individual producers.

Does the agency produce recorded reading materials? Yes [ ] No [ ]

If yes, the agency should include Part 3, Recorded Materialse in its self-
study.
Supplemental Data:

Indicate the kind and number of readers below:

Organized volunteers

Paid readers

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the agency's productién operations.

Complétian of the following table is suggested as a means for providing
such information as how many titles and copies of different categories of
materials are produced within a specified period.

- If the agency has information about volume of production according to
other classifications, modify the following table to report the data actu-
ally collected, or substitute other material which is more suited to the
agency. e ' ‘ '

Regorded;bccké produced within the period

_from . through

' Number of @ Nﬁmbe% of -
: B T . titles . . _-copies -
CTextbooks ot Tt es o
-elementary - - B

‘”Sécéﬂéafysfcéllégeﬁ*j
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C 3y 3.1 GENERAL POLICIES. All production is accomplished in com-

pliance with the general policies numbered 1.1 through 1.8.

( ) 3.2 READER. The reader is able to present, orally, printed mat-

: ter for quality reproduction in recorded form.

( ) 3.2.1 The ability of a reader is measured by a reading and re-
cording test which is evaluated by a person competent to
determine whether the reader satisfactorily demonstrates
the following characteristics: '

( ) 3.2.1.1 A listenable voice and presentation.

( ) 3.2.1.2 Fluency, ease and good command of the spoken language.

( ) 3.2.1.3 The ability to use correct pronunciation.

( ) 3.2.1.4 An awareness of the manner in which words fit together

for good verbal expression.

( ) 3.2.1.5 The ability to communicate accurately the thoughts and

‘ ' ideas set forth in printed matter.
( ) 3.2.1.6 Clear and distinct enunciation which is readily under-
' standable. '

( ) 3.2.1.7 Avoidance of declamatory, patterned or monotonous speech.

( ) 3.2.1.8 The ability to read at a pace which is appropriate td the
text. 4

¢ ) 3.2.1.9 A familiarity with the subject matter and vocabulary,
especially when reading highly technical and specialized
material. ' :

() 3:2.2 Provision is made for continued evaluation of home readers

by periodically returning to such readers annotated test
tapes that serve as guidelines for future recording and as
checks on thé technical quality of recording.

[ 1 29. How adequate drsffhé pﬁeggﬁurés for selecting
readers who effectively present printed matter

- in.oral form? : . :

'[w:]:'SOsf'Héwgéffggfiﬁé:argfﬁhg}pfégedurés for evaluation

‘of ‘home readers by use of annotated test tapes -
in maintaiving quality controls? ' .
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3 PROOFREADING. The organization regularly proofreads by
or more of the following methods, as appropriate:

W
w
et

[53]

In simultaneous monitoring, two persons, a reader and
monitor, both of whom are familiar with the material b:
recorded, work together as a team during the recording
process:

The monitor checks the reader for accuracy, pronunci.
tion and overall reading performance, stopping the r.
as necessary to make corrections on the tape.

In delayed monitoring, the tape is carefully checked,
by word, against the printed text to insure that discri
cies are noted and corrected.

For general reading material, the monitor and the re:;
are two different persons.

For highly spec1al;zed and technical material, when :
qualified second person is not available to act as a
monitor, the reader may do his own proofreading and
recting. '

Spot checking is used for recording reading matter onl-
when simultaneous or delayed monitoring is not feasible

Clear corrective procedures are followed to make proc
reading by. this method as effective as possible.

The method of proofreading used is Telated to the natua
of the recorded material and the number of copies to be
produced.

Recarded educational materials intended for multicop)
distribution are proofread by elfher simultaneous or
delayed monitoring.. _

‘Recorded recreatlonal materials. lntended for multicog
distribution are proofread by either simultaneous or
blayed monitoring whenever possible; however, spot che
ing may be used. -

- Whenever f3351ble, recorded materials intended for in
mediate distribution -are proofread in accordance witk
‘one of ‘the three methods;:if not, the user is adVlSEC

- that the material has not been procfread

1 _31;- Haw adequats are the. procedures far proofreadf
to ensure error-free Péé@?diﬂgs?

- Comments:
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( ) 3.4 TECHNICAL STANDARDS FOR MASTER TAPES. When recording for
multicopy distribution, the following technical standards
are met in producing master tapes:

( ) 3.4.1 Tapes are recorded at three and three quarters inches per
second.

3.4.2 Tapes used are:
3.4.2.1 One fourth of an inch wide.
3.4.2.2 Not less than one mil in thickness,.

3.4.2.4 Backed with polyester or. poly- v1ny1=ch1cr1de.

o = — =y ~ e

)
)
)
) 3.4.2.3 First line, audio quality.
)
)

3.4.2.5 Not 1abeled "high output."”

Supplemental Data:

 List the brands and manufacturers' type number of tape commonly used for
making master tapes.

Brand Manufacturers' Type Nunber
EVALUATION. - [ 1 32.: To what exztent does the tape used in recording

master tapes meet the specifications numbered
3.4.2.1 through 8.4.2.57

Comments:

( ) '3.4.3 Maximum recording tlme per tra:k :angrms to- the following
~spe:1f1:at10ns ; :

R B Msnufacturers Manufacturer’s .
. stated footage .

. g récording 1 tu‘ne pcr .
" time ‘per”track’ erack (in minures | -
(in minutes at 33:3 -8t 3% inches |
inches | per SECOr ) . pef secand)
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() 3.4.4
() 3.4.4.1
() 3.4.5
() 3.4.6
() 3.4.7
() 3.4.7.1
;, ( ) 3.4.7.2
() 3.4.8
| ( ) 3.4.8.1
( ) 3.4.8.2
() 3.4.9
( ) 3.4.10
() 3.4.11
() 3.4.12
() 3.4.12.
() 3.4.12
() 5.4.13
) B.ai1h
. EvaruaTrOoN - [

.2 Record frequencies unis formly from 500 to 5000 hertz

;;DPT1Dd1c C

1 Minimize excessive wow, flutter, sibilance, ncise, hum

.réaders ¢oncerning .their responsibilities for such main-
s tenance: procedures ‘as cleanlng and demagnet121ng recsrd;ng
heads T ’ B . o .

Self-Study and Evaluation Guide
Tapes are recorded on either twe or four tracks according
to current R.I.A,A, standards.!

If four tracks are recorded, the sequence of tracks is
1, 4, 3, 2.

Open reels do not exceed seven inches in diameter.
At least ten seconds of blank tape is left at the begin-

ning and the end of recorded information on each track
exclusive of leader.

The microphone faces the reader directly.
The fixed {stationary) microphone is:

Generally not closer than six inches nor farther than
twelve inches from the reader.

On a separate surface from the recorder.
Care is taken to isolate the lavaliere microphone and cord
frem nOLSe created by clcthing and body mavements; a soft
Recerdlngs are free from audible wow and flutter.

Recordings do not excﬂed zero V.U, (volume units) at maxi-
mum peak.

Equipment and the tape used are selected and maintained to:

and other dlstortlan.

(cyclas per second) within.plus or minus three decibels,
‘as’ Callbrated by a staﬁdard tape.

Approprlate procedures ‘are. Established and fallowad for
hecklng ‘and serv1r1ng of equpment by éampetent

e oA IS AN

Clear WT tten ;“strrctkcns ‘are p10v1ded to un upérv1sed

] .35; “To . what eztent dagg ths rgaardmng aquzpmsnﬁ used
meet the speczfz;atigns in staﬁdards 5.4.3
ihrough 3 147'-”" e : ,

NY lDDZ

,'New York
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EVALUATION ‘[ 1 34. How adequately is the equipment maintained to
ensure trouble-free operation and quality record-
ings?

Comments:

( }J 3.5 COOPERATION WITH OTHER GROUPS. The organlzatlon cooperates
and coordinates its work with other producers of recorded
materials, libraries, educational programs and central regis-
ters.
( ) 3.5.1 Clear policies and procedures are established for coopera-
tion with teachers for whose students textbooks are produced.

( ) 3.5.2 Educational materials are reported to the Central Catalog of
Volunteer Produced Textbooks maintained by the American
Printing House for the Blind.2

( ) 3.5.3 General interest materials are reported to the Union Catalog

maintained by the Division for the Blind and Physically Han-
dicapped of the Library of Congress.?

Supplemental Data:

Identify the school systems, libraries, and other producers with which the
agency cooperates:

EVALUATION . [ 'V 35. Fow adequate provision doss the agency make for co-
: ~operation with other organizations related to produc-
tion and use of reecorded materiale? »

‘[ 1 36.. To what extent are reaardtngs reported to the appra-
,.priata catalagzng organization?

'”71]16 KY 402@@




. master tapes of textboltks un all éducational 1evel; and, upon request, to

- flPhy§1cally Handicapped, lerary Df Ccngress, 1291 Taylor Street N. W.,;Wash—
~'T'1ngt0n, DC : , : L T
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( ) 3.6 REPRODUCING TAPES. The organization is able to reproduce,
by means of a tape duplicator, a copy of any work upon re-
quest; or it deposits a master copy of the complete work
with a recognized depository.’

( ) 3.6.1 Tape copies are technically the equivalent of the master
tape.

{ ) 3.6.2 Tape copies are compatible with generally available play-
back equipment.

() 3.6.3 Any Grganjﬁation or group offerlng duplicating services
furnishes in writlng, upon request, a statement of charges
and an estimate of time required for supplying material.

Supplemental Dataz

Does the organization maintain or have ready access to tape duplicating
equipment? Yes [ 1 No[ 1

Does the organization deposit master copies with a depository to which

persons needing a particular title on tape may secure a copy?"
Yes [ ] No [ 1

EVALUATION [ 1 37. How adequate are the provisions for making availl-
able a duplicated copy of a needed title?

Comments:

{ )y 3.7 PRODUCTION OF DISCS., Standards used by the Library of Con-
gress in its Talking Book Program are followed in producing
pressed discs.?®

EVALUATION I 1 38. Toc what extent are the foregoing standards uti-
lized in the productien of pressed discs?

Comments:

pi

4Untll a natlanally recagnized dep051tory is establ;shed Recording for
the Blind, 215 East 58th Street, New York, NY 10022, has’ agreed to accept
duplicate and prav1de tape gaples an a loan b3515 w1th0ut charge.

SSpaczfzcattans fer Talkzng Eaak Recards, D1V1510n for the Bllnd and

20542 (1968)
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Part 4

TACTILE MATERIALS
Guiding Principles

At least four different methods, each requiring entirely different
equipment, are currently used in the United States to produce braille ma-
terials: :

(1) Braille presses produce two-side or interpoint multicopy print-
ing from embossed metal plates;:

(2) Some equipment utilizes hand set braille type slugs;

(3) Hand transcribers emboss directly on paper by means of a braille-

writer, electric braille typewriter, or slate and stylus to pro-
duce single copies of one-side braille;

(4) Vacuum-forming duplication provides one-side multiple copies
from hand transcribed paper masters.

Presently coming into use is the embossing of braille by printing on
high speed computer-directed machines. This method for the production of
general braille literature is technically feasible. But cost, quality, or-
ganization, coordination of effort, and national needs are likely to deter-
mine the degree to which it will be utilized.

Among other promising technological developments on the horizon are
a video scanning device which produces braille-like touch signals directly
from ink print, and a machine which produces moving braille characters from
magnetic tape.

Braille readers have the right to expect that all materials, produced
by any method, be faithful reproductions of the original ink print text, and
be accurately embossed in accordance with the rules of the various braille
codes set forth by the Braille Authority as approved by the American Associa-
‘tion of Workers for the Blind and the Association for Education of the Visu-
ally Handicapped. :

In addition, these materials should conform to established standards
with regard to the size, height and spacing of dots and lines; the quality
and thickness of paper; page sizes for various types of materials, age groups
and common shelving facilities; quality and types of bindings; and mailing
containers. -Due attention should also be given to methods of reducing over-

-all bulk and weight of the finished product.

) : It should be noted that the following standards are designed primar-
ily for production of books, pamphlets or magazines -- materials which are
-most suited to multicopy distribution. - Other braille materials intended
mostly for ‘individual use in correspondence, notes, and so forth, may be

’«préduCedfin'aCcordanae,with'ﬁherspécifications-of the-user; in general, how-
, .ever, braille materials which adhere to these standards will have the widest.
- . 'acceptance.. - oo - R R e

... Because. research on the production of embossed reproductions of maps
~and ‘diagrams is.still in-the developmental stage, it seemed premature to
.formulate. standards in’ his,areaya;gthithimégyﬁThe}Braille?Authdrity:is

'fmiﬂdfﬁlféfﬂthisglack;,a,,,devélbpmentfofxsxandardseforfembosSed.graphiC”maéiw
; -terial is; on-its-list of ‘priorities: for 'the  future. SRR P




Toren e e

2T e

5 ‘Notation. .
'V‘Pr;ntlng Hause “for the Bllnd:
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The need for more comprehensive manuals, especially to guide indi-
vidual braille transcribers, is recognized. Some samples of manuals now
in use are listed among the references following these standards.

Supplemental Data:

Does the agency produce reading materials in braille? Yes [ | Nof{ ]

If yes, the agency should include Part 4, Taectile Materials in its self-
study.

GENERAL STANDARDS

( ) 4.1 GENERAL POiICIES, All production is accomplished in com-
pliance with the general policies numbered 1.1 through 1.8,

( ) 4.2 CONFORMANCE WITH BRAILLE CODES. Braille is produced in full
conformance with the currently applicable codes set forth by
the Braille Authority and approved by the American Associa-
tion of Workers for the Blind and the Association for Educa-
tion of the Visually Handicapped.

( ) 4.2.1 Inasmuch as the Braille Authority has not, at this time,
adopted standards for the reproduction of maps and dia-
grams, a producer of braille is responsible for making
understandable embossed reproductions or clear verbal
descriptions of their contents.

( ) 4.2.2 If, for special reasons, the purchaser or user requires
or prefers materials that differ in format, size or other
physical characterlstlcs, the braille press or hand tran-
scribing service makes reasonable effort to conform to the
specifications requested.

EVALUATION [ 1 38. How adequate are the procedures to ensuve that
9 ;e P !
production of braille observes the current codes
set forth by the Braille Authority?

Comments:

’These codes are: Cade af Brazllé TémeDQk Formats and Techniques,

" English Braille American Edition, The Nemeth Code of ‘Braille Mathematics

and Seientifie Notatiom, and ‘Revised ‘International Manual of’ Braille Mysic
For: 1nformat;on ‘on copies of these cades, write. ta the Amerlcan
an 5085 Lcu15v1lle KY40206

365
i Y
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( 3} 4.3 DOT SPECIFICATIONS AND SPACING. Dots meet the following
specifications:

( ) 4.3.1 The height of braille dots is uniform within any given
transcription (book, pamphlet or magazine) and is between
.018 and .020 of an inch.

() 4.3.2 The base diameter of braille dots is between .050 and .065
of an inch.

( ) 4.3.3 Cell spacing of dots conforms to the following specifica-
tions:

() 4.3.3.1 The distance from center to center of adjacent dots
(horizontally or vertically, but not diagonally) in
the same cell is .092 plus or minus .002 of an inch.

e e ey gy T T R AR i 5

() 4.3.3.2 The distance from the center to center of corresponding

{ dots in adjacent cells is between .235 and .250 of an
; inch.
é () 4.3.4 Line spacing of braille cells from center to center of
: nearest corresponding dots in adjacent cells in adjacent
§ lines is not less than .400 of an inch.
Supplemental Data:
t Identify the equipment commonly used for braille embossing.
g . _ — -
4 EVALUATION [ 1 40. To what extent iz embossing equipment used which
: ensures that specifications for height and spacing
: of dots are maintained?

Comments:

(. ) 4.4 EDITING. Editiﬁg is permittéd only in the following cases:

( ) 4.4.1  Typographical errors or misspellings in the print copy are
~ corrected, but this should never extend to alterations of

the author's meaning or usage.
() 4.4.2 Copy may be edited,in cases where changes in presentation
' are necessary to.make .the material more meaningful and the
instructions more practical for the touch reader, as in the
case of illustrations. and tables. (See 4.2.1 and:4.2.2.)

¢ )7 4i4;2,1_A_in suéh:caseég'a'npie is_iﬁéertéd.éxﬁiéiﬁing the'changes‘ 
that have been made.. = - o S AP
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( ) 4.4.2.2 In such editing, the goal is to afford the braille

38
EVALUATION
()
()
)
¢ )
¢ )
¢ )
(G
EVALUATION

n

.1

reader the same information as the print reader.

[ 1 41. How adequate are the agency's policeies and
procedures for editing?

Comments:

DUPLICATING FACTLITIES A duplicating facility is available

An organization or group offering duplicating services
furnishes in writing, upon request, a statement of charges
and an estimate of time required for supplying material.

TEXTBOOKS IN MULTIPLE COPIES. When there is an apparent
need for more than fifty copies of a particular textbook,

its publication in braille is undertaken whenever p0551b1e
by a braille press rather than by hand transcription.

COOPERATION WITH OTHER GROUPS. The organization cooperates
and coordinates its work with other braille producers, li-
braries, educational programs and central registers.

Clear policies and procedures are established for coopera-
tion with teachers for whose students textbooks are pro-
duced.

Educational materials are reported to the Central Catalog
of Volunteer Produced Textbooks maintained by the Ameri-
can Printing House for the Blind.?

General interest materials are reported to the Union Cata-
log maintained by the Division for the Blind and Physically
Handicapped of the Library of Congress.?

[ 1 42. How adequate are the agency's cooperative agree-
ments with other organizations? .

[ 1 43, Ta'what extent does the agency report titlee to
o the appropriate central eatalog? :

 Comrents:

Amer;can Pr;utlng ngse for the Bllnd Box 6085 Louiévilie“ KY!MZDB

3D1v151on fﬂr the Bllnd and Phy51ca11y Hand;capped lerary of Congress

1291 Taylar Stréet N. W ; Washlngtan, ‘DC- KE42

",.( .

[P

o S st s

At g 3 o T St o et St i
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HAND TRANSCRIBING OF BRAILLE

The importance of the volunteer braille transcriber in the produc-
tion of reading matter for blind persons cannot be overemphasized.

Press made braille books are utilized to meet the popular, and some-
times transitory, demand for current general literature. Presses are also
employed to produce widely used textbooks. While the volunteer makes a sig-
nificant supplementary contribution in these areas, his unique value lies
in his ability to meet specialized and individual needs for a wide variety
of material,

£ The infinite diversity of such needs may be indicated by just a few

illustrations: textbooks and supplementary reading for elementary, secondary

and college students where the demand is not great enough to justify the ex-

: pense of press brailling; vocational and professional literature which might

: be helpful or necessary to an individual in such fields as music, mathematics,
law, data processing, teaching, social work, business, or other fields in

v which it is necessary to keep up with current trends and technical develop-

3 ments; cookbooks and other helps for homemakers; and objective information

about issues and candidates at election time.

The demand for volunteer activity is likely to grow even more in im-
£ portance as volunteers increase in number and competence and their skills
i become more diversified.

: , e : -
3 Far more than most other volunteer activities, braille transcribing
¢ demands specific aptitudes and educational backgrounds, long and intensive

i training, and patient comncentration on detail. The rules are complicated

and highly technical, and it is imperative that one who engages in it mnust
. either have, or be able to acquire, an understanding of the rules of grammar,
- word structure, syllabication, and the diacritical symbols used in diction-
~  aries. In specialized areas, a thorough grounding in the particular subject
. matter is sometimes imperative and always desirable. For these reasons,
. volunteer braillists must be selected and trained with great care, and their
.  work continuously supervised and checked. ‘ :
%
« Supplemental Data:
3 Does the agency produce reading materials in braille by hand

transcribing? Yes-[ ] No [ 1]

_ If-yés,'the~agency,5hdu1d-;omplete coding of standards 4.8 through
4.22.2 and evaluation questions 44 through-51. - - ST

A statistical sﬁﬁméfy~ﬁf:thé-types'ahd‘quanfitieskéf réaéingfmaterialsv
"produced “is ‘very ‘helpful-in providing on-site Teview team members with an
~overview of the agency's production operations. e ‘ :

3 C9mp1etidn’offtﬁe folldwiﬁgvtableﬁis'sgggasted as a means'for providing
"such information ‘as how many volumes and copies of different categories of

materials are produced withif a specified period.

' If the' agency has information about volume of production according to
- other’¢lassifications, modify ‘the following:table to report the data actu-
-ally collected, or substitute other.material which:.is more suited to the agency.
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Braille volumes produced within the period

from _ through o
Number of Number of
volumes copies
Textbooks
Primary and

ele ementary
Secondary, college
and graduate levels

General Literature

4

Adult'level

Juvenile books

Other Csﬁecify)

How many volunteers are currently involved in producing hand transcribed
materlals in tactlle £Qrm? : :

(Alsa report ‘these volunteers in Table 2, Section B, "Agency and Com-
munity Proflle" of the Council's SELF- STUDI AND EVAEUATIGN GUIDE page 5. )

( ) 4.8 RECRUITMENT OF TRANSCRIBERS. No rigid qualifications for en-
rollmenL in a class on braille transcribing are establlshed.

() 4,8{1"”vAt the beglnnlng of the course, the candldate transcrlber
- © is fully informed of tralning requirements and of ‘the
quality-and quantity of production that will: be expected
b after successful completlon of the course.

() 4y$¢2q4fTranscr1bers are Wllllng .and able to devote sufficient time
e B0 praduce m;nlmum average of 60 Pages of brallle per
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( ) 4.9.3 Are thoroughly familiar with and able to apply the rules
of braille transcribing as set forth in the official braille
codes (4.2).

( ) 4.9.4 Are well acquainted with techniques of braille proofread-
ing.

( ) 4.9.5 Trainees who have not shown a sufficient aptitude for braille
transcr;blng are so informed, and are encouraged to partici-
pate in such other areas of service as binding, duplicating
braille materials by the vacuum-forming process, or prepar-
ing recorded or large print materials, if they meet the
qualifications for such activities,

( ) 4.10 CERTIFICATION. Transcribers engaged in the production of
braille literature and textbooks or braille music are certi-
fied by the Library of Congress.

( ) 4.10.1 Certification may be achieved through the correspendence
courses conducted by the Library or through instruction by
a qualified teacher elsewhere, and submission of trial
manuscripts acceptable to the Library of Congress.

( ) 4.10.1.1 A manuscript submitted to the Library of Congress for ap-
proval is entirely the work of the candidate for certi-
fication and has not been proofread or corrected by the
instructor or anyone else.

/

( ) 4.10.1.2 The instructor may, however, evaluate the manuscript and
advise the student as to whether or not the quality of the
work justifies its submission.

Supplemental Data:

Total number of active transcribers

Number of transcribers certlfied by the
Library of Congress

Number of trainees actively seeking
certification by the Library of Congress

() 4. REFRESHER TRAINING Refresher training is previdéd as aﬁ={
i proprlate ‘ . L »
( ,j '4,11;1 Re£resher courses are provided for certlfled transcribers

, whose: proofreader s reportﬁ 1nd1cate a need for such train--
Soing s o -

_('-)'i4.ii{2:ﬁWork 'apsrare prcv1ded to keep transcr;bers up to date by
, .. _reviewing any changes made in the appl;cable folc;al
'brallle codes Dr related tOplCS ,

BvAvATION . 1 ] 44
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EVALUATION [ 1 45. 7To what ewxtent are the transcribere certified
by the Library of Congress?

Comments:

( ) 4.12 QUALIFICATIONS OF INSTRUCTORS. The basic requirements for
an instructor of braille transcribing include the following:

( ) 4.12.1 Certification by the Library of Congress.
| ( ) 4.12.2 At least two years' experience as an active transcriber.
( ) 4.12.3 Production of at least 2000 pages of acceptable braille.
( ) 4.12.4 For specialized areas, an adequate kncwledge of the sub-
ject matter and mastery of the applicable braille rules.
EVALUATION [ 1 46. How well qualified are the instructors of braille

transeribing?

Comments:

( ) 4.13 SUPERVISION. A supervisor of transcription is designated to
receive requests for transcribing, to coordinate the planning
and asslgnments for brailling, to maintain quality standards,

: and to assure continuity of service, particularly when one

¢ ‘ work is assigned to more than one transcriber.

( ) 4.13.1 Specialized materlal such as textbooks, music, and foreign
languages, are 3551gned preferably, to those having a ba-
sic knowledge of the subject matter.

( ) 4.13.1. 1 Mastery of the rules of the appllcable braille code is
‘Tequired of the transcriber,

( ) 4.13.2 An 1nd1v1dual record or flle is maintained for each tran-
scriber; this contains a registration card or application
form, certification status, special braille code profici-
eneies performance evaluatlcns ‘and a reeerd of production.

EVALUATION L1 47s How adequate. are the pﬁeveseene fer supervision
: a o of transermbere?

Comments:

) 4.1 PHYSTCAL FACILITIES. Adequate space is prcv1ded for the un-
, 'frdlsturbed conduct of-classes and .consultation,- and for. neces—
tsary: equiumer supplles"and reference materials.

S G Y. D 13 EQUIPMENT 'AND SUPPLIES " The emb6551ng e uipment used pro-
LT #yduees brallle meetlng the standards for det helghh, size: and
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( ) 4.
¢ ) 4.
) 4.
( ) 4.
¢ ) 4.
C ) 4.
( ) 4
() .
EVALUATION
¢ ) 4
{1 4
() 4.
() 4.
() 4
oy 4

15.1 Each trainee and transcriber has access to a braillewriter
or slate and stylus.

15.2 Paper of appropriate quality is readily available.
15.2.1 The weight of paper is not less than 80 pound.
15.2.2 The size of paper permits page size that does not exceed
11 inches high and 11 1/2 inches wide.
16 REFERENCE MATERIALS. The following reference materials are
available to transcribers:

16.1 The latest editions of official braille codes and rule
books (4.2).

.16.2 Up to date instruction manual(s).

16.3 Dictionaries approved by the Braille Authority as indicated
in the current editions of the various off1c1a1 code books.

[ 1 48. How adequate are the physieal fﬁgiliﬁtés, equip-
ment, supplies and reference materials?

Comments:

.17 PROOFREADING. All books are proofread by a transcriber or

proofreader certified by the Library of Congress (4.10) ex-
cept when time does not permit this to be done for immedi-
ately needed educational materials.

.17.1 After such immediately needed educational materials have

served their original purpose, they are recalled for proof-
reading and correction if further use is to be made of them.

17.2 Transcribers pre-proofread their own work.

17.3 Whenever feasible, books in fareign languages are proofread
- by persons having at 1east a basic knawledge of the particu-
lar language

17.4 ~“Whenever feasible, specialized materials (such as'sc;ence

© . textbooks and mu51c) are proofread-against original copy by

persons. wha are conversant with the subject matter and who

'%Xe familiar w;th the rules of the appllcable brallle code
2). ; e :

17.57:Preference is glven tg blind prccfreaders

1?;6 A typewrltten repart is” made by the promfreader on every :

-book. assigned .to:him; a copy-of ‘the report is sent to the
qsuperv;sqr_qf transcrlptlon as well A5 to the transcrlber

'f1nform the transcriber obJectlvely

gnumber and nature of the errgrs.
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44
( ) 4.17.7 Non-volunteer proofreaders are paid adequate compensation ?
for their work on the basis of the number of pages proof- :
read. i
( ) 4.17.7.1 A higher rate per page is paid for specialized proof- ;
reading. : :
( ) 4.17.7.2 Where proofreaders are expected to recopy pages contain- §
ing serious errors, extra compensatlon is given for pages i
recopied, i
( ) 4.17.8 Assignments for the transcription of immediately needed

educational material, for which proofreading time is not :
available, are limited to transcribers who have demonstrated ;|
accuracy in transcribing and ability in self-proofreading. 1

( ) 4.17.8.1 All transcriptions not proofread should be so designated

in braille in the book itself, and so reported to the ap-
propriate central agency (4.7.2 and 4.7.3). ‘
( ) 4.18 CORRECTION OF ERRORS. All errors noted or marked by the
proofreader are corrected. :
( ) 4.,18.1 In making corrections, erasures that extend beyond a single f
cell or result in a blank space are nol permitted. t
( ) 4.18.1.1 Where corrections require more extensive erasures, the é
page is recopied. ;
i
EVALUATION [ 1 49. How adequate are the procedures for proofreading 1

and correction of errors to assure accurate
trangeriptiona?

Comments:

A i 3

{( ) 4.19 DUPLICATION OF -COPIES. Provision is made for the dupiieatien
0f a2 limited number of copies, either directly by the organiza-
~tion responsible for the original production, or througn co-
operative arrangements with other organlzatiens possessing the
necessary resources.

o o s

( ) 4.19.1 Copies repredueed invmu1tieepy’fermiby the vacuum-forming
S - process using plastic sheets meet the standards for dot ]
’spec1f1cat10n (4 3] end pege size (4 20.1).

( ) 4.19.2 ‘P011c1e5 and proeeduree encourage the return of the original
copy-.of-a hand-transcribed textbook in good condition so that
it may be used:as-a master for produelng addltlonal copies

) upon request

C.'jfv4;19L23ii?The etudent borrewer agrees to return the beok promptly
CLEei st UPOM complet1on of the appllcable course. , , .

< ( ')ii4719}252_ The student also agrees to return the book temporar;ly ;
coeno st owhile it ds stilloin use. 1f the egency ree51ves a. request
!¢fer an add_ttonal copy.s R

( ;3,¢4519;2.i PTDVlSlOH is. made for. ultimate eterage ef the mester ccpy
AP ' Ffor es 1ong‘as 1ndlcated SE IS Sl
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() 4.19.3 A poilcy is established, in writing, concerning charges,
if any, to be made for pTOVIdlng duplicated copies.

( ) 4.19.4 An adequate number of personnel is available to meet
stated production requirements for the duplication of
limited numbers of copies of books.

( ) 4.19.5 The producing organization itself need not store masters
and provide duplicates of educational materials (4.19.2.3)
if it deposits the masters with the f0110w1ng central de-
positories which are able to furnish copies upon request.

( ) 4.19.5.1 Braille masters of textbooks on the elementary and sec-
ondary levels are deposited with the Thermoform Depart-
ment, American Printing House for the Blind.

( ) 4.19.5.2 Braille masters of college textbooks and professional
reference works are deposited with the Braille Book
Bank, National Braille Associdtion.?®

Supplemental Data:

Does the agency maintain its own duplicating equipment? Yes[ 1 Nol[ ]

I1f yes, briefly describe the kind of equipment used.

If no, identify below the resource or procedure used in Qrder that dupll—
cated ;oples may be made available upon request.

EVALUATION [ 1 50. How adéquate'arg the provisions for making dupli-
S cated copies? .

Comments: = -

At

( ),.4,20,,PAGES vPages confdrm to. thé féllcwiﬁg'specifiéafiohé;

C  4.20.1 The pages of hand transcribed books do mot exceed 11 1nches*

‘[-1n he1ght and 11 or 11 1/2 1nches in - w1dth :

e BI1 nd" ..,BGX 6085 Lgu;sv;lle,xf 40205
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pages are at least three eighths of an inch, and at the
binding edge the margin is not less than three fourths
of an inch after binding.

( ) 4.20.1.1 The margins at the top, bottom and outside edges of the

( ) 4.20.2 The maximum number of cells per line is 41.
( ) 4.20.3 The number of lines per page is not more than 25.

( ) 4.20.4 Certain technical or specialized books may vary, when ap-
propriate, from these standards.

( ) 4.21 PAGES PER VOLUME. The maximum number of pages for a one-
side, hand transcribed volume is 90 pages.

( ) 4.22 BINDINGS. Binding adequately protects the braille embossing
and keeps the pages intact while allowing them to lie flat
for reading.

( ) 4.22.1 Hand transcribed volumes, particularly duplicated copies,
are bound in sturdy covers.

( ) 4.22.2 1Ink print, typewriter lettering or raised roman type and
braille identifications are imprinted on the covers of all
bindings.

EVALUATION [ 1 61. To what extent does the agency make provision to
ensure that hand transcribed materials meet
standards 4.20 through 4.22.27

Comments:

PRESS PRODUCED BRAILLE MATERIALS

Does the organization produce press-made books or other publications in
braille? Yes [ 1] No [ ]

If yes, the organization should complete coding of standards 4.23 through
4.31 and evaluation questions 52 through 59.

Supplemental Data:.

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the organization's production operations.

Completion of the following table is suggésted as a means for providing .
such information as how many titles, volumes and copies of different categories
~of materials are produced within a specified period.. ' -

¢1€i'$.‘
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If the organization has information about volume of production according
to other classifications, modify the following table to report the data actu-
ally collected, or substitute other material which is more suited to the or-

ganization.

Press made books produced within the period

from ' through _
Number of Number of Number of
_ titles _volumes __copies
Textbooks
Primary and
elementary ' o -
Secondary, écllege
and graduate level ' _ -
General Literature
Adult level — — -
Juvenile books _
Periodicals (identify)

( ) .4.23 EQUIPMENT. Equipment is designed and maintained to produce
high quality braille materials consistently and efficiently.

() 4.23.1 The equipment produces materiélégwhich‘ccnform to the
' " standards for physical specifications for dots and spac-
ing (4.3). Co

/
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EVALUATION [ 1 52. How adequate are provisions for regular mainte-
nance of equipment and replacemsnt when needed?

Comments:

( ) 4.24 PAPER. Paper used is neither so thin as to produce dots
which are broken at the top, nor so thick as to cause low

or uneven dots.

( ) 4.24.1 Paper for books for general use is not less than 80 pound

wz:ight,

Paper for manuals for the teaching of braille reading is
not less than 90 pound weight and is preferably 100 pound.

Paper for magazines is not less than 70 pound weight, pos-
sesses a quality and tensile strength that will produce
firm dots which will not be cut through the top in the
printing process, and will go through the mails with a
minimum of damage.

[ 1 63. How suitable ie the paper for the purposes in-

EVALUATION
tended?

Comments:

T S

() 4.25 PAGES. Pages conform to the following specifications:

i
3
1

( ) 4.25.1 The pages of bound books of general literature and text-
books do not exceed 11 inches in height and 11 inches in

width.

( ) 4.25.1.1 The margins at the top, bottom and outside edges of the
page are at least three eighths of an inch, and at the
binding edge, to enable the reader to get to the center
of the book with ease, the margins are not less than ;

three fourths of an inch after binding. i

( ) 4.25.2 The pages of magazines do not exceed 13 1/2 inches in
height and 11 inches in width.

i b L o

( ) 4.25.3 There are 36 or 38 cells per line in pre s made books.
('.) 4.25.4 There are no more than 25 lines per page in general litera-
ture and textbooks.

1 or speﬁialized:boaks may véry from these

H

() 4.25.5  Certain technica

- standards.
EVALUATION [ 1 '54. To what eztent do pages neet standarvds 4.25
S : C thirough 4.25, 57 - A

Comments:

T . R Sl s ot

B i Ao

48
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( ) 4.26

of Reading Materials 49

BINDINGS. Bindings adequately protect the braille emboss-
ing and permit the pages to lie %ufflClently flat for
reading.

{ ) 4.26.1 Bindings of braille books are suited to the thickness of

the volumes, to the use to which the books will be put,
and to the safeguardlng of the height of the braille dotaz.

( ) 4.26.1.1 Generally speaking, press printed books are durably

EVALUATION

bound in cloth covered board bindings, using a .90-point
Davey board or Dupont 2500 imitation leather cavercloth

their equivalent or better. (Linear polyethylene plas-

tic material offers acceptable quality.)

Bindings for pamphlets may consist of heavy paper (prefer-
ably jute) covers, with plastic comb bindings or saddle
stitching, dependlng on size and number of pages.

Bindings for magazines are the same as those fo: saddle
stitched pamphlets, with either special heavy paper or
plastic covers, or self covers.

Ink print (or raised roman type) and braille identifica-
tions are imprinted on the covers.

.1 Covers of books have durable and securely affixed im-

prints.
( ) 4.26.4.2 Pamphlets may, in special cases, carry only braille
identifications.
[ 1 85. How adéqugﬁely are braille materials bound?
Comments: H

( ) 4.27.2

EVALUATION

i
H

PAGES PER VOLUME. TIn general, the thickness of a braille
volume is limited, because of bulk d4nd weight, to not more
than 250 pages f@rxan interpoint press prlnted volume.

In the case of large works, such as dictionaries and en-

cyclopedias, the maximum number of pages of interpoint is
approx1mately 300 papges, prov1ded such Volumes are bound

ring blndlng elements riveted into the cover.

In general, mégaziné volumes do not exceed 100 interpoint
pages. : o
[ 1 86. How appropriate is the size of volumes?

Comments:

49
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( ) 4.28 MAILING CONTAINERS. Mailing containers are of a quality
to protect braille materials through the mails without
damage.

( ) 4.28.1 The type of mailing container used for the circulation
of braille books is generally the responsibility of the
lending library or agency; the braille printer's only re-
sponsibility is the bulk shipment of books from the print-
ing plant to the lending library or distributing agency
in such fashion that books arrive in good condition.

( ) 4.28.2 Most magazines go out to the readers directly from the
printer, and it is the responsibility of the printer to
package them in such a manner as to protect them from
damage in the mails.

( ) 4.28.3 Magazines consisting of a single volume of 100 pages or
less are mailed in strong kraft envelopes.

( ) 4.28.4 Mapgazines consisting of two or more volumes are packaged
in strong corrugated boxes of suitable size, or in suit-
able padded bags in which the braille materials do not
shift about.

( ) 4.28.5 All addresses and return address legends on braillle maga-
zines conform to the requirements of current U.S. Postal
Regulations.

EVALUATION [ 1 57. 7To what extent are mailing containers used which
will ensure safe delivery of materials?

Comments:

( ) 4.29 STOCK. Braille publishers of textbooks make provision to
maintain sufficient stocks of these publications to enable
them to make delivery on demand.

Supplemental Data:

Does the organization have a clear, written policy about maintaining
stockd of textbooks? Yes [ ] No[ 1]

EVALUATION [ 1 58. How adequate are the provisions for maintaining
: stocke of textbooks?

Comments:
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(
¢ )
EVALUATION

PROOFREADING. All press made books are proofread against
the original copy to assure accuracy of transcription.

STEREOTYPISTS AND PROOFREADERS. Stereotypists and proof-
readers employed in the production of press braille publica-
tions are certified by the Library of Congress.

[ ] &58. How adequate are provisions for proofreading
and correcetion of errors?
N 3

Comments:



Part 5

PROGRAMMING FOR IMPROVEMENT

evaluation ratlngs from the preceﬂlng gages are transcribed onto the Summary
Table of Evaluation Ratings. A major value of gaining such a picture is that
it spotlights the areas in need of strengthening and thus yields a useful
guide to the planning of needed improvements.

Realistically speaking, it is rarely possible for ongoing programs to
be subjected to a large number of simultaneous changes. It is, however, both
possible and desirable to analyze the problems uncovered through the self-
study and evaluation process, and to develop a timetable for tackling them.
The process of classifying needed improvements into (1) those already under
way, (2) those which can and will be undertaken in the near future and {(3) those
which require longer-range planning, produces a program for change which can
serve as an Drderly guide for actiom.

The three questions which follow the Summary Table are designed to as-
sist the agency in the development of such a program. They are also designed
to help the Commission on Accreditation evaluate the agency in terms of one of
the Commission's governing principles:

"If deficiencies exist, the agency is willing to
remedy them, and gives evidence of being capable
of effecting the needed remedies within a reason-
able period of time."

It should be borne in mind that changes are not necessarily restricted
to the weaker areas of service or administration. If plans for improvement
are rontemplated in areas which are already good or excellent, so as to make
them even better, these should not be overlooked in Tespondlng to the questions.

Aruitoxt provided by Eic:

eI

e B S i

e e b Lo
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SUMMARY TABLE OF EVALUATION RATINGS
Instructions: Transcribe the evaluation ratings from the preceding pages onto
this table by placing a check mark (y/) in the appropriate column.
= 0
o B | B8 -3
A== | o m
Ho||lm | o 4] =
<=~ |a|o = =
SEIE o |ala|x|8] 2
Standards to Which Evaluation fﬁg O g g m|lo]lwn!l e=m
Questions Relate 2R2IN|E8 sl 2 2%
1. General Policies
1.1 Selection of Materials for T 1 T
77777 Transcribing and Reproduction
1.2 Copyrights and Permissions 1
2z
1.3 Proofreading and Monitoring 3 I
) 1.4 Central Reporting 4 | j T
1.5 Duplication of Master Copies - | N I A I R D
1.6 Participation by Users 6 1| o
- .
1.7 Volunteer Service - - - )
1.8 Library Serv;ces
2. Large Print Materials
~ General.Standards B -
””” 2.1 General Policies - T
2.2 Books for State Textbook
Commissions :
Hand Transcribing
77777 2.3 Type 5ize " B
2.4 Type Face
2.5 Typewriters 8
) 2.6 Paper 19 N N
2.7 Format o - ) o
2.8 Line Spacing
2.9 Line Width
2.10 Margins
2.11 Hyphenation
2,12 Tillustrations and Maps _ 1o ff
2.13 Proofreading i 11
2.14 Weight of Volume
2.15 Multivolume Works
2,16 Binding 12
_ 2.17 Duplication of Copies 13 1 IR
2.18 Consultation - - 14 I
2.19 Cooperation with Other Groups 5 W 1 1 ° 1 1 _
Photo Enlargement R 1,6,, -
2.20 Type Size - i
___2.21 Type 17 B -
77777 2.22 Paper s 0 [ 1 1T 1 1 1
2.23 Format
2.24 Line Width
2.25 Margins
2.26 Illustrations and Maps ) 19 L |
2,27 Proofreading T zoff 1 1 I I
2.28 Weight of Volume * ) T
2.29 Multivolume Works g
~2.30 Binding o ) 21
2.31 Consultation 22 T T
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SUMMARY TABLE OF EVALUATICN RATINGS (Continued)

= 13
o = | a2 =
== 2 =
=o [H ] S o =
=T, -3 W = =2
S || = =t =
. . ) = D 48] = = [ = 122] [
Standards to Which Evaluation miulslelg |28 B
e o == P 48] (=) =, [an] — [any&F]
Questions Relate moiw| =] Sl Ee| A E | &=
B __Typesetting - . I
"2.32 Type Size B B o
. 2.33 Type Face - 1 23
- "2.34 Paper - - 24
2.35 TFormat o - o
2.36 Leading
2.37 Line Width
2.38 Margins
2.39 Hyphenation
2,40 Illustrations and Maps 25
_ 2.41 Proofreading — 1 26 1
T 2.42 Weight of Volume - '
2.43 Multivolume Works
2.44 Binding - _ 27 I R R
_ 2.45. Consultation _ - 28 _
3 Recorded Materials _ . - ! | N .
3.1 General Policies ] _ ]
3.2 Reader = ) 29 . 7
__ - 30| R
3.3 Proofreading . 31 I ;
B 3.4  Technical Standards for Master 32 L 1
Tapes 33 I I .
- 1l 34 1
3.5 Cooperation with Other Groups 35 _
36
3.6 rngp;gduc1ng Tapes - 37 _
3.7 Production of Discs o 38
4, Tactile Materials
General Standards _
4.1 General Policies - D -
4.2 Conformance with Braille Codes 39 B
_ " 4.3 Dot Specifications and “Spacing 40 | L
4.4 Editing B 41
4.5 Duplicating Facilities -
4.6 Textbooks in Multiple Copies
4.7 Cooperation with Other Groups 42 L
13
__Hand Transcrlblng of Braille - I | I T
4.8 Recruitment of Transcribers
4.9 Training: :
4,10 Certification
4.11 Refresher Training 44 S
: ‘ 45
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SUMMARY TARLE OF EVALUATION RATINGS (Conuinued)

= m
[ e =] =
== = = - m
=o |l | S © =
Seff 3 | B8 —
Standards to Which Evaluation L1828 &= % A | =
Questions Relate Sl EIEI8 IR |2 8%
4.12 OQualifications of Instructors 46 1 e
__4.13 Supervision T/ 47 - 11
4.14 Physical Facilities -
4.15 Equipment and Supplies
__4.16 Reference Materials: 48 _
4.17 Proofreading - 1
4.18 Correction of Errors 49 1 N
4,19 Duplication of Copies 50 [ T
- 4,20 Pages T T
4,21 Pages Per Volume
4.22 Bindings B 51
B Press Produced Braille Materials N
_ 4.23 Equipment - 52 N
_ 4.24 Paper - _ 53 R
4.25 Pages _ _ - 54 [ _
4,26 Bindings . - - 55 [ |
4,27 VPages Per Volume [ 586 ]
~_4.28 Mailing Containers - 57 - I
4.29 Stock = - 11 c8 | N
- 4,30 Proofreading o B
4.31 59

i
e
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1. What improvements are now under way?

2, What improvements are definitely planned for the immediate future?
When are they scheduled for completion?

57
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3. What 1mprovements will require long-range planning to implement?

When is it expected that this planning will be undertaken?

Name of Agency __ , Date

Completed by!

, 1L15t the name and. title of the chalrman of this committee and those. of
the other persons, staff, board or cther volunteers whc worked on completing
this section during the self study

\U I

7 , 1M 10-70
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